Expense Reimbursement Template

Title: Expense Reimbursement Template
Section 1: Employee Information

e Full Name:

e Position:

e Department:

e Contact Information:

Section 2: Expense Report

e Date of Expense:

e Description:

e Amount:

e Expense Type:
o [ Transportation
o [1 Accommodation
o [ Meals
o [ Other (Specify):

Section 3: Detailed Expenses

Date | Expense Description Amount | Type
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Section 4: Summary

e Total Amount Claimed:

Section 5: Authorization

e Supervisor’s Name:

e Signature:

e Date:

Section 6: Employee Declaration

e | confirm that these expenses are accurate and were incurred in the course
of business.

e Employee’s Signature:

e Date:
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